Instructions For Training Workflow Approvers

STEP 1

Y ou will receive an email notifying you to approve or deny atraining request submitted by one of your
employees. Select the link in the email to launch the CHRIS login page.
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Instructions For Training Workflow Approvers

STEP 2:

Enter your CHRIS User ID and Password.
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Instructions For Training Workflow Approvers

STEP 3:

Click on Worklist to retrieve all training requests pending your approval.
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Instructions For Training Workflow Approvers
STEP 4:

This example shows that DMO3JCHO (the approver) has one training request to approve for employee
L0OO001. To approve or deny the training, select the link bel ow.
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Instructions For Training Workflow Approvers

STEP&:

Click on the Training Request Form tab to review the details of the training request (cost, etc)
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Instructions For Training Workflow Approvers

STEP 6:

The details of the training are shown on this page. Y ou should review all pertinent information before

approving or denying the training request.
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Instructions For Training Workflow Approvers

STEP7:

After you have reviewed the details of the training request, click on the Approval Routing tab.
Y ou have the options to approve, deny or recycle the training request.

a) Approve- notify the next approver (LO003) by email to

b) Deny - notify by email the Initiator (employee 13750) training has been denied.

¢) Recycle - notify by email the previous approver or thé Initiator that additional
information is necessary or that he or sheis the ywfong approver.

d) If you deny or recycleatraining request, it'isvery important to enter your
commentsin the appropriate Remark iéld because theremarksentered in these
fieldswill beincluded in the email patification. Thereisa Recycle Remarksfield for
each approver and one Denial arksfield.

€) If the next box isblank or contains the incorrect approver, select the appropriate approver

ove or deny training.
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Instructions For Training Workflow Approvers

STEP 8:

The last step isto Save. Thiswill notify by email the next approver, in this case Kirby Dunbar, that he
needs to approve gr deny this training request.
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Instructions For Training Workflow Approvers
STEP9:

The work item no longer appears under the approver’s worklist, once it has been completed.
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